City of Fresno E10

STAFF ASSISTANT

Class Definition

Under supervison, performs administrative support and community contact duties; coordinates specid events,
and conducts specia studies.

Distinguishing Characteristics

Staff Assgant is atechnica class assgned to various City departments. Typicaly supervised by an assgant
department head, divison head, or assistant division head, incumbents perform specific assgnmentsin such areas
as program development and operation, personnd, statistica and operationd andyses, and/or public and media
relaions. This class differs from the Management Andyst series in that Management Andysts complete various
higher level and more complex adminigtrative and andytica assgnments in genera adminigtration, personne
adminigtration, and/or budget development, adminigtration and analyss.

Typical Tasks
(Anincumbent may not be assgned dl dutieslisted, nor do the examples cover dl dutieswhich may beassgned.)

Collects and compiles data, conducts surveys, prepares reports on operationd, administrative, fiscd and
personnd activities.

Contacts citizens, and works with the public to determine desired services.
Works with governmenta and other agencies to secure services for City resdents.

Serves as a department contact person for the media; prepares press releases and responds to questions from
the media

Develops and coordinates specia events to enhance community awareness of City services and informs City
resdents of public and private services available.

Attends meetings and answers routine correspondence.
Works with consultants and management to implement promotiona activities.

Performs related duties as required.
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Knowledge, Abilities, and Skills

Knowledge of andyticd methods and their gpplication.

Knowledge of loca government structure and procedure.

Knowledge of media operations and their effective utilization.

Ability to write clear and concise reports, press releases and speeches.

Ability to organize and implement specid events.

Ability to work effectively with the public, both in groups and/or asindividuds.

Ability to operate a personal computer.

Ability to establish and maintain effective working relationships with those contacted in the course of work.
Ability to work effectively with loca media representatives, advertisers and related businesses.

Minimum Qualifications

Completion of fifteen semester units of accredited college or university course work in public administration,
politica science, business adminigtration, mass communications, or a closdy relaed fidd; and one year of
adminidrative support experiencewhich emphasized budgetary review and control, personne management, office
management, or public and community relations. One additiond year of qualifying experience may be substituted
for the required education.

Necessar ecial Reguirement

Possession of avalid Cdifornia Driver*s License at time of gppointment.
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